
OFFICE OF THE SECRETARY OF STATE 

RFCORDS MANAGEMENT DIVISION 
APPLICATION FOR RECORDS RETENTION SCHEDULE =PARWENT OF ARCHIVE* AND "ISTORY 

INSTRUCTIONS Sn PuMication No. 76-RM-1 for instructions on completing this lark Forward signed orginal to 
Department of Archives and History. Rtcords Management Division. 330 Capitol Avenue, Atlanta. Georgia. 30334. 
Anenrim: schedulino Sccrion. - - -  - . . . . - _. . . . 

I FOR REtORDS MANAGEMENT USE HHI AGENCY USE I 1. mcy Address 
Application Number pplis8tion ate Department of Education 

Office of Instructional Services 
Associate Superintendent's Office ate Rae.& a t e  bmpleted - - 
Atlanta, Georgia 30334 I a c T  2 6 1981 1 N O V  2 t98i 

. PNiontoConlaet Working T i e  Telephone Number 

. Action Reqwrted 
Helen Blair Administrative Secretary 656-4722 

a. El Establish Retention schedule; recurd will mntinue to accumulate. 
b. Dispose of pesent aawmulation; no further accumulation anticipated. 
c. 0 Amend ApDlication No. CheckOne. 0 Change; 0 Supercede; 0 Void 

. Date¶ of Series 
arlkst Latest 

5. Rewrdr a r m  T i  (followed by title used in offife; if differend 

1978 I present I Local School Superintendents' Mailing Files 
i. Division and office Function What is the function of the Division and the Office in which this reeord series is  created? 

The o$fice of Instructional Services is responsible for providing state-level leadership 
to plan, administer, and evaluate the kindergarten through twelfth grade instructional 
programs of the public schools of Georgia. The Office plans curriculum and supportive 
media services to meet goals for education according to student needs, including bi- 
lingual and special education students; The Office also coordinates the functions and 
activities of three program divisions to provide information to the Superintendent and 
State Board of Education, and provides consultative assistance to local school systems, 
particularly as the basic skills plan is developed and implemented. The Office manages 
Curriculum Services, Educational Media Services, and Special Programs. 

1. R m r d  W i  D e s u i i  

Documentsrelatingto: 

This fik contains the following documents (indude form nvmbannd ti*. i fmy) :  
Attach sampler of the fik. 

Administering the Office of Instructional Services. 

lndudedan: copies of correspondence, memoranda, etc. prepared by the Associate 
Superintendent. 

Fik is wanged: chronologically by date of letter/memo. 

I. Monthly Reference Rate 
One to six months old 

twenty-five months and older ? 
). Annual Rate of Aaa~mulst~on d R.mrds 

Lmersim d r m s  ; Lcpal4n drlwwr ;Shelves 

How often are reQYds referred to which are: 
: Sewen to twelve months old ; Thirteen to twenty-four months old 

:&r (e) 1-2 folders annual: 

108-1 .. R-50-71; e . 7 6  

~ ~ ~ . ~ .  ~. ~~ ~ ~ . . ~ ~ ~ ~ - 
~~ 

~ ~~~. ~. ~~~~~ 



10. QwtomUira ( P h  an "X" in the proper column) 
J. I s   mi^ the official copy of the swim? 

b. Does the series mmh WnfidmtMl infwmation requiring rcuriw handling? If yes; cite bw M regulation. 

If not* r e h i t 7  

i 1. RUe 

~ ~ 

L Is this a vital remrd? 
d. Does th is  series have historial M long term research value? 
e. Wtren w or hro documents in the fik make it nemsary to keepthe rntue fik for a kng period, muld 

documents be s t h d  ukd rvarat elv? 
listed? If yes. -. f. Is the information contained in t h i s  series ever oub 

g. Is the infwmation mtained in this series ewzr wlyzed M~ /M ~orrded in a summarized repat? 
If ves. 8nach emv. 

h. Is t h e  J duplication of this vrier in vow office. or in nmkr office or rgenw? 
If ves. where7 

I. Is t h i s  OCTI p 

. . . .  

. .  . .  
i. k s  the record =Rs V - 7  
ion Requirements Thr following requires the a i t r  to be kept: 

a. State Lm wars. d. Audit period years. 
b. Statute of limitation wars. e. Administrative need 1 years. 
c Fcdwolkw wars. 1. Federal retention instructions yean. 

Attach mpy M ex- of bws M regulations. Explain administrative need. 
Office reference requirements 

2 Approved D*posithn Instructions This agency recommends that the file serier be cut off at the end of each: 
0 Calendar Year; a Fiscal Year: 0 Oma 

month(s) 1 yearls); then 

vlarlskthen 

then. 

a Hold in the current files area 
0 Transfer to local holding area; hold 
0 Transfer to State Rcoords Ccnter; hold 
0 Demov. 
Q Transfer to State Archives for pernunem retention. 
0 other lspcirvl 

vear(s1; then 

l h u i  Instructions JPPIV to all pior and f u t v e  rmrmulatims d the mr*r. 

3-50-71; Icr.76 


